GETTING STARTED

GETTING STARTED

Reminder

non-applicable information.

This User Guide includes work steps for both Health and Membership ACES functions. If
your agency contracts for either Health or Membership but not both, please disregard the

Connecting to ACES

1. Open your web browser.

2. Enter http://www.calpers.ca.gov in the address bar.

3. Choose the "For Employers" tab.
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Welcome to CalPERS On-Line

the sarme - retirement and health security for all.

SITE MAP |

ONLINE SERVICES

Search the Investment Policy Glossary

We are yvour camplete information source for the California Public Employees' Retirement
Svysterm, whether vou're a member, employer, business partner, or interested party.

we provide retivernent, health, and related financial programs and benefits to 1.5 million
public emplayees, retirees, and their families and more than 2,500 public employvers.

& lot has changed since we launched the Systern 75 years ago, but our destination remains

Mew ta the site? See our user tips in the About Our Site section to the right.

COMNTACT US

CalPERS INVESTMENTS

ABOUT CalPERS

&.

Browse, download, and

order forms and
publications,
Log In to miy|CalPERS

Log In to ACES
Log In to RAT

Board Meeting Agenda Materials

Forms 8
. Publications
Center
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If you have not already set up your
Agency type, the system will prompt
you to make a selection.

Choose the radio button that best
reflects your agency type.

Click Next.
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O

Help Us Give You The Information You
Need

Step 1 of 2 — Select Your Agency Type

To provide you the most relevant information, please
complete this quick, two-step process.

@®

State Agency Employer

California State agencies or California State Universities.
Public Agency Employer

Counties, cities, towns, special districts, auxiliary
agencies, fire districts, and other government entities.
School District Employer

Superintendent of Schools and school districts.
Legislative Employer

Legislators' Retirement System.

Judicial Employer

Judges' Retirement System and Judges' Retirement
System II.

Volunteer Firefighter Employers

ACES User Guide

Volunteer Firefighters' Length of Service Award Syste
D %}
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GETTING STARTED

Connecting to ACES (cont'.)

Help Us Give You The Information You
Need

Step 2 of 2 — Confirm Your Employer View

You have selected: 7
¥ State Agency Employer

—[¥] Recognize my Employer View for future visits to CalPERS
On-Line.

For more information on this feature review our Privacy
Policy.

You can change your Employer View at any time during your
visit by choosing Edit Your Selection on the top left of your
screen.

Clear This Selection Confirm

10.

The system will confirm the
agency type you selected.

Make sure this box is checked
so you do not have to select
your agency type every time
you sign in.

Select Clear This Selection if
you need to change your

agency type.

Select Confirm to set your
agency type.

fiddress ‘éj itk fimnnn, calpers.ca.go)

IR

March 17, 2008

A

Your agency type and view will CalPERS
be set. If you need to change or
edit your view at this point, you
may do so by selecting the [Edit

Your View] link.

FOR MEMBEY

QUICK LINKS

Select ACES & Other Online
Services to get to the ACES
online home page. Or select the

Your View # State Agancy Employar [Edit Your View)

Emplaver Farms and Publizations
Tips for Helping Your Employees
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608088

ficeess my|CalPERS ==
Log Into ACES =»
Log Inffto RAL ==

ONLINE SERVICES

ACES & Other Onling Services
Log into Online Payment Services

Rk Cireular Letters Circular Letter Search

LOg In to ACES link to go Administering CalPERS Programs Sign Up for CalPERS Emplaver eBulletin Forms &
directly to the ACES IOg in CalPERS State Handboak Health Plan Search by ZIF Code
window. More == More =z

Important Dates & Events

+ Board Meetings Mar17-19 » Retrement Planning Fairs  Apr 29 - Mov L

Browsa, download, and
. . order forms and
o Employers Disability Mar20 o CalPERS Educational 0ct27- 29 ubliations
Retirement Warkshops Forumn i v
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GETTING STARTED

Connecting to ACES (cont'.)

Address |@ bkt | fenvw, calpers.ca, gov) "| v @ h "J'
rs
EMPLOYERS | BUSIN CalPERS INYESTMENTS | ABOUT CalPERS
wom [hewe sxlaamd Ernplover Information = ACES & Other Online Services m
- State Agency Employer @@@@@@ - Current
Edit vour Selection ACES & Other Online Services Announcemnents
-Long-Term Care
¥ ACES & Dther Online L ) Application Periad =
Sermvices Our Autornated Communications Exchange System (ACES) online
service offers you the opportunity to enroll your employees in the
Log In to ACES health benefits program and view employes status information, Gain a m
e better understanding of the types of transactions you can make using
ACES Motificat ;
LS ACES and how you can become an ACES user, - Interested in ACES
ACES User Guide, Farmns - Security Forms
& Other Materials NOTE: Mon-central agencies can process their membership - Order ACES
ACES Training transactions and transmit their payroll using ACES, Materials
-CalPERS State
eleatning Log In to ACES 13 Handbook
LogInto ALES
Mew to ACES? Stark Here Access your ACES account, = ez Gy
Ernployer Contact
About CalPERS Eledronic Center
Fayrnent Services ACES MWotifications
Lod In to the Online You can view current and archived ACES Notifications and Release "
Fayrnent Service Hotes here. / peemiig) B
ACES £ Cbhar Cinlina - 2007 Educational M

Click Log In to ACES.

The ACES Log In window will appear. Type your ACES
Username and Password (neither are case sensitive).
Click Continue or Press Enter.

Address E < https:/fga.calpers.ca.gov - CalPERS On-Line Log In - Microsoft Internet Explorer

March

.,
CalPERS

ACES Log In (Registered Users Only)

M: ASES Health and Membership File Transfer
mployers (August 29, 2007) - Health Benefit System

changes for 2008 Health Benefits Program: With ==
expansion of benefit design and chaices for lawar-cost HMO
and PPS producks in some parts of the State, a number of
program and systern changes will be needed. Please read
Hotification #90 for more information. Thank you,
s 8

_ _ jons

ACES Security Policy hter

Authorization to access this system is limited to those
autharized to conduct business with CalPERS as indicated in
...... the User Security Agreement. All other access is

unauthorized and unlawful. \

This systern is meonitored for information security and proper
usage. Failure to comply with security and usage policies can
result in the revocation of access to this systern and liability nd

under applicable laws.
I b
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GETTING STARTED

ACES Screen Navigation

2l CalPERS - ACES - Microsoft Internet Explorer

Exchange System

[Help Menu] [Screen Help]
[ Log Out SSAE 123-45- XXXX
B Change Password Birth Date: 011011996 Clearl
[ Participant Inquiry .
e
[ user Account Maintenance
[ Annual Member Statement Birth Date Ceification: No Certification
Employer Report New Participant Enroliment.
_4Internet Forms \
D ViewManage Batch First Marne H |
oot Wt ]
D Participant Change Middle Mame J§ Initial
7] ppointment Change 135?”*”""9-'| |
-] Health Marne Suffix
e |
ealthMembership File Transfer
o e e = —
1 PayrollFile Transfer @ Domestic O Foreign 4
\ Address Type:
Supplemental Type | V|
Supplemental Address | |
Street AddressiP0 Box: |
Additional Address Line: |
city: | |
state: | ~|
zel Y ]
| Appointment > j |
]
@ é . Inkernet

1. Help Menu and Screen Help: Click Help Menu to access general ACES help
information. Click Screen Help for specific information regarding the screen
you are currently accessing.

2. Navigation Menu: The list of ACES functions. A yellow folder indicates more
options - click the folder to expand.

3. Application Screen Title: Identifies the function selected from the Navigation
Tree that is currently in use.

4. Screen Area: This area displays information and fields specific to the function
in use.

5. Clear Button: Clears the current participant’s information.
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GETTING STARTED

Change Password

Access to ACES is secured and controlled through username(s) and password(s).
Use the Change Password screen to change your password.

1. If this is your first time logging on to ACES or your password has expired,
ACES will automatically direct you to the Change Password screen.
Otherwise, click Change Password from the Navigation Menu. Follow the
password criteria established on the Change Your Password screen.

2. Enter your new password.

Repeat your new password.

4. Click Continue. You will receive confirmation that your password has been
successfully changed.

»

CES - Microsoft Internet Explorer, provided by CalPERS [Z”E|E|

[Help Menu] [Screen Help]
3 Log out P TRERC AR o mErs :
'D(Ihangepasswnm ,,‘”!{Jj) ﬂﬂrﬁwﬂ‘ 1o |[||'IS EKEHBHUE 5l|5|EITI
[ Participant Inquiry
[2] user Account Maintenance ]"V’ Ve
|1 Internet Forms !E E
1 HealthiMembership File Transfer 3
|| Status =
I Public Agency Billing .
| Payroll File Transfer CalPERS
Change Your Password
Please enter a new Password. Your password rust be eight to 12
characters, and it must include one alpha and one numeric character, It
cannot be the same or similar to your current Password, and it cannot
the zarme as your Usernarme,
New Password: ||
Confirm Your New Password: I
&

a B

€] [ |5 [ intemet

NOTE: If you enter your password incorrectly four (4) times, your account will
be locked. Contact your agency’s Account Administrator to have your account
unlocked. If you need additional assistance, contact the Employer Contact
Center at 888 CalPERS (or 888-225-7377).
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GETTING STARTED

ACES Password Requirements

When you first log on to ACES with the temporary password you have received
from your Account Administrator or CalPERS, you must change that password
to one of your own choosing.

e Your password must be no fewer than eight (8) and no more than twelve
(12) characters long

e Your password must be a combination of alpha and numeric characters

e Your password cannot be the same as your user name

e Please note that if you enter your password incorrectly four (4) times
when attempting to log on, you will be locked out of ACES. Contact your
agency’s Account Administrator to unlock your account. For further
assistance, call the Employer Contact Center at 888 CalPERS (or 888-225-
7377).

e You will be prompted to change your password every 60 days

e You may reuse a password after ten (10) changes

Reminder

The on-line Help function is available to answer many of your

questions, making ACES truly user-friendly. Use this as your

first resource when you need immediate information, such as
instructions or definitions.
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